
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-EM-! for Instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulinq Section. 

I 
- 

I FOR AGENCY USE I 1. Agency Address - __ FOR RECORDS MANAGEMENT USE 

Application Number 

Date Received Date Completed 

I:-!-: Sl11:-2 0 -,-- % \  
Telephone Number 

~ ~~ ~~ 

t Department of Education 
O f f i c e  of Vocat ional  Education 
Div i s ion  of Program Development 
Vocat ional  Evalua t ion  - Curriculum Dev. 

g i a  ~- .~~ ~ ~~ 

Working Title 

Vocat ional  Eva1 u a t i o n  Consu 1 tan t  6 5 6-2 54 7 
.~ ~~~ ~ ~~~~~ ~ ~ -~ ~~ 

Application Date 

-~ 
Application Number 

- . 
2. Person to Contact 
Roslyn P e l l e r  
3. Action Requested 

E Establish Retention Schedule; record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. b. 

c. , ~O~.AmendApplicatio.n No, - - _Ch&One: 0 Change; .O_Sugerceder O V o i d  ~~ 

5. Records Series Title (followed by title used in office; if different) 1 Earliest Latest 

_ _ ~  I To Date Curriculum Development Research Act iv i t ies  F i l e s  
6. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? - 
The Vocat ional  Eva lua t ion  Consul tant /Curr iculum Development Coordinator  i s  respon- 
s i b l e  f o r  c o o r d i n a t i n g  the  S t a t e  On-Site Vocat ional  Evaluation System, inc lud ing  
team organ iza t ion  and coord ina t ion ;  team l e a d e r  t r a i n i n g ;  d a t a  a n a l y s i s ;  ins t rument  
development; and annual  summary r e p o r t .  In a d d i t i o n ,  t h i s  u n i t  monitors  c o n t r a c t  
a c t i v i t i e s  r e l a t i n g  t o  V-TECS c a t a l o g  development; and the development of canpetency- 
based v o c a t i o n a l  cur r icu lum material f o r  new and on-going voca t iona l  programs. 
The u n i t  p rovides  t e c h n i c a l  a s s i s t a n c e  t o  school systems i n  e v a l u a t i o n  p r e p a r a t i o n  
and cur r icu lum development a c t i v i t i e s ;  p repares  Requests f o r  Proposals ;  and conducts  
su rveys ,  ana lyzes  d a t a ,  writes r e p o r t s  and conducts  o t h e r  r e l a t e d  a c t i v i t i e s  as 
requ i r ed  by t h e  Research Coordinat ing u n i t .  

7. Record Series Detaiption This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: conduct ing surveys  and g a t h e r i n g  d a t a  t o  determine teacher needs and 

included are: 

t o  s u b s t a n t i a t e  Requests f o r  Proposals  f o r  r e v i s i o n s ,  a d d i t i o n s  o r  
upda te s  t o  e x i s t i n g  c u r r i c u l a .  

Survey q u e s t i o n n a i r e s  and responses;  summary t o t a l  l i s t i n g s ;  graphs,  c h a r t s ,  
etc. i l l u s t r a t i n g  percentage  to ta l s ;  and f i n a l  r e p o r t s .  

a l p h a b e t i c a l l y  by s u b j e c t  File i s  arranged: I .. - 
.. .~ ~ ~ 

8. Monthly Reference Rate How often are records referred to  which are: 

One to six months old - ; Seven to twelve months old ; Thirteen to twenty-four months old - I  

WztEf ive  months and older i ~ ~ ~- L- __ ~~ ~ ~- 
9. Annual Rate of Accumulation of Records 

. -  
<~etter:sip dcaivers ; Legal-size drawers ; Shelves ; Other (SpeCify) 

AR-50-71; R w .  76 (0-1 



a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, ohe law or regulation. 
___ Knot, whereis it? . . ~ ~~~. 

.. x 
X 

~~ ~ X ~~~ ~~ ~~ 

i 
~ 

- - 
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- X-. 
K 

i 
- 
11. I 

~ - _ _ _  ~~ 
~~ 

- .. ~ 

c. I s  this a ~ v i t a l  record? 
d. Does this seri_es-hxe h&o&l ordorig term research value? 
e. When one or two documents in the file make it necessary to, keep the entire f i le  for a long period, could these 

3. ph$-nppxn ta ined~ ih i s  series eyer DublishedZLIf v e i  attach CODY. 

g. s t 

h. Is  there a 4 & u t a d f h i s  series in your office, or in another office or agency? 

~ 

-. - -. . ~ 
~~ dQcumcnB be scheduled~separatelv? ~~~~ - ~ 

nformation contained in this series ever analyzed andlor recorded in a summarized report? 
~ - ~ 

- -!fxe? h t t a c h s y .  ~~~ ~~ .. . .  

If yes.  where? .. ___~  ~- 
~ i h h h s e r i e s  lor a maiarpartion of it1 resularlv miwnfilmed?. ~~ - . ~ 

~ ~ - L h e s  the ;ecord seriesresultinacomDuterorhut? 

a. State Law ~ = ~ years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need b y e a r s .  
c. Federal law years. f. Federal retention instructions . ~- .years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Needed, as  back-up f o r  RFP (Request fo r  Proposal) t b  subs tan t ia te  t he  need t o  i n i t i a t e  
pro jec t .  

.. - .. ~ __ 
12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

0 Ca1endarYear;'O Fiscal Year; eS Other ' See Below__- .-then, 

0 Hold in the current f i les area - --month(s) -. ~ .~~-year(s); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

year(s1; then 
--year(s); then 

, 
Other (Specify) 

Cut -of f  f i l e  upon completion of f i n a l  repor t ;  hold i n  inac t ive  f i l e  1 year; then destroy. 

These instructions apply to a l l  prior and future accumulations of the series. 


